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HAKRUIFENT S TAFY CUIMENTS RECAZDING
PROPUE.D HANDBCOK "PROCLILING OUT PHOCHIURES®

1. The Director of Persunnsl states the |
of the proposed hundbook is nscessary becsuse
deteilsd proceduras giverning separations. The wment fitaff

survey found that rigulations - in existenge or proposed - do not
contain eufficlent procedural guldance for opersting parsonnel.

Moreovor, the Management Staff rocomwended, rersonnel
ing and the Leputy Director (Support) approved a| | :

2. The proposed handbook shifts responeibility for process~
ing oub separating employess frem the 0ffice of Personnel bto
emplay ‘ng eemponsnts. This 32 contrary to the Hanogement ©taff
recommendation, concurred in by Pursonnel and approved by the DD/,
During the course of the swrvay, the Urfice of Fersomnel wes most
amphatie in ingleting that Office of Persomnel should be the locsl
point for proesssing, nol the operating offtces. 4n omylaying
component should be responsible dnly for insuring that its internsl
relationshipes with the meparating employes are concluded,

3+ The proposwt hendbook defines “property® as including
equipment, documente, pablicetions and advances of funds. Thie is
& sonfusing definition of property; woreover, this definition does
- not cover other relstionships or ohlipations which zust be oo
eluded by the supsrating empleyes, such as cover arrangements,

e The title of the proposed handbook - "Froocessing Out Fro-
cadures™ - ig noil descriptive of the objective. Bugpest "Pro-
sxdures for Processing Seperating igency imploavess®,

5e Parggragh 1 of the proposed hendbook mtates that the hand-
book epplies to "departing agency pursonnel®. Thia is confusing;
Pdeparting egeney parsonnel® could mean smployess poing on lesve

or ¥, and such application 12 not intended,

6e Paragreph 1 refers to sccountability fer Govermment~owned
praperty in the custody of departing personnel. This should be.
reviged %o l:¢lude accountability for, or settlement of, all ohli-
setions to and officlal relationshipe with CIA. It should, for
example, include obligations Yy the Agingy to sepavating emplayecs,
There have been mary caces of this type.

7. DParagreph ? fsils to sxtsnd the handbeck %o employees
going on FC&, Such coversge was recommended in the Panagement Staff
a‘&iw.
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8, Parsgreph 3, definition of "property”. See paragraph 3

»

9. Paragrsph } of the proposad hendbook refers to Goverrsw:t
funds which have been advenced Lo an esplayes and not sccvunbted
for. This should also include other funds for wiich the employec
nay have to account (such as overpayments in sulary, par dlem,
travel mxpemmes, :4¢.) ae well as oblige idens Yy Clié to the scvparste
ing swplayoes.

10, Parsgraph 3 rofers 4o Form 21, Final ‘syment Clearsnce
Sheel, but doee not desori®s use of tha form. Sugges: thet s san~
ple fora, prepared in ascordsace with the anagensnt : taff's resom-
wndations, be Included as a8 ettashmunt to th: propossd handbooi.

1l. Parmgraph he assigne resporsiM ity for procesiing out jwo-
codures 0 the wply lng camgonent. The Cffice of Persormel should
be the loeal point for such processing. Ses parsgreph 2 above. '
Suggest What the temm “eperating official” be substitutod for "oum-
ponat® oy " ing compordnt®, sings a “componanti” woidd ineluds
s sti=divisian & BASEFr Ageney component, and It wes et intemriad
thttidming take pleca at, for wuegle, the seciicn or Lranch

32, Poragreph kb of the proposed hamdbook states that the
0ffice of the Comptroller is respomsible for effecting final settle-
md of th. espereting esplipuc’s obligetions, This is npet trus;
the Cempireller has nothing %o éo with sonclusion of cover arTaRNge-
ments or ratwrn of classifisd decuments.

Ve Paregraph Lc states hat "othar igeoey somponests, referred
%o horsin as offices of recersl, are reppomsidle for issuing clear-
snteses.” This should be more specificg "offices of reeord” (sueh
& mﬁ“, Fimcal mﬂsim;, ﬂet) ahould b: nmpwd, The stetemen
suggests that all "other igumy eomponamts® arc oificcs of record,
and this is not teame,

lie The Managemest Staff resomonded (recosmendation ta /37)
that the splaying conponsnt "netify Fersoznel, Finemse, Fisecel,
Logistics, and Sesurity immedistely, % telsphone, of ax antisipeted
separation op LOP, shen 1t i appaxent that normml written docue
mmtation or motice will not resch thess offices st least twe woeks
in advence of ths separation ¢r LsUP®, Ne provision is made in the
poposed handbock for this repamcndation, which wes concurred in by
the Offiee of Pergumpand approved Ly the DA, .

35+ Paregraph 5s of the proposed hamdhook makes no provision for
the exploying offies t¢ cartlfy to the glesrines of the sepsre . isg
oplayen on the Foam 21, Fingl Poyment Clearsmes Shest, This pro-
vision was recomunded by the Hansgementtaff (reovemsndetion & /3/).
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18, Pavagra;h 58 states thet all olearances with "ersemnel,
Ceourity, and the Comptroller aust bb obtained by the caployes
persemally. Ihis should b revisud te require personal clserance
with Personnel, lesurity, Finsnce and Fiscsl liyisions, s5 recom~
mended bty Mansgement ! taff (recommemcation éa ﬁ

17. The proposed hsmdbock does not provide that the deproces:-
ing 111 be eompleted, vhemevar possible, on the day bofore final
::perzﬁi _ This wes recomnurded Yy Management Utaff { recormenda-

on /) e _

18, Parsgraph 7o states $hot vhen an emplayes sepereies overs
seus, the headquerters emsplay B component will obtain frem Centrel
Frosessing Braneh the clesrsdwios oltained "during the precsssing
out vhen the individual wes cuparting for hie 05 assignment oveas
soas” . However, the handlook rices net recuire any deprosessing lor
empleyues going overscas PCC (soe our puregraph 7 shove), Assumirg
thars were such dggrocersing [p'ior 1o overssas departure, the
axployce's obliyatdons may heve shanged Wy the time he separated
overseds, so that the previows clesrences would not be velld., Sueh
closranes at hoadquarters shoud be mave smew when the wployes
Separaios overs:es, however, ro provision is mace in this paragraph
for clearense »! hendguerters Sor the employes who Wes nevsr pere
manently employed st hesdquarters, even thoug: he Wiy have inourred
hesdquarters obligstions while on JiX. '

19. Eo provision is mede im thy proposud hundbook for Hanege-
ment Staff reeonmendatizn Sa (30}, that the £ield notify hesdeuartsrs
Yy eable or dispateh roparding cutstanding obligstioms or unsetiled
relationships incurred oversest by the employee wo i retursing to
headquarters to seperate or go o [HGS,
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